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State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      

Percent of 
Time Activity 

            

 


	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 04
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Shannon Lee
	SUPERVISOR'S CLASS: Administrative Officer II
	personnel analyst: JCM
	personnel date: 09/26/2011
	PERCENT OF TIME: 















35%






15%








	activity: POSITION SUMMARY  
Under direction of the Administrative Officer in the Office of the Chief Counsel, the incumbent will perform a variety of administrative and clerical tasks ranging in nature from the routine to the most difficult and complex in support of the administrative and legal staff of the Office of the Chief Counsel (OCC).  The incumbent may assign, direct, and check the work of youth aids on special projects.

ESSENTIAL FUNCTIONS
This position requires the incumbent to perform difficult tasks with a high degree of initiative, independence and originality, evaluate situations accurately and take effective action, exercise sound judgment, tact, and diplomacy in dealing with confidential and sensitive matters, apply specific laws, rules, and office policies and procedures with respect to the incumbent's assigned duties, communicate effectively both orally and in writing, work cooperatively with others, and maintain consistent, regular, and predictable attendance.  The specific essential duties are as follows.  

Prepare and process letters, memos, legal documents, charts, spreadsheets, and other miscellaneous correspondence for OCC staff using Word, Excel, Outlook, Access, and other software programs in compliance with OCC and Department guidelines and procedures; prepare correspondence for the signature of the Chief Counsel and other legal staff, the Director and Deputy Directors, and the Secretary of the California Natural Resources Agency.  Arrange meetings and appointments and maintain attorneys' calendars, and assist attorneys as otherwise needed.

Following DWR guidelines and procedures, serve as Training and Travel Coordinator for the OCC and liaison to the Training Office.  Administer yearly Appraisal and Development Program.  Act as advisor and source of training information to staff and management in the preparation of training plans; prepare annual A&D Compliance Report for management's approval, and perform all related 

	classification: Office Technician (Typing)
	appointee: Vacant
	dwr position number: 0130-1139-xxx
	sap personnel no: 
	sap position number: 50000098
	division: Executive-Office of the Chief Counsel
	mcr: 1
	percent 2: 






15%




15%




10%



5%




5%
	activity2: actions in SAP.  Assist staff and management in other training- and travel-related matters, including notifying staff of upcoming classes, workshops, and conferences, monitor course announcements, 
and identify special training needs.  Prepare, monitor, and process all training requests and related forms; create requisitions, and track and process invoices for payment of training related events.  Responsible for arranging travel and lodging arrangements for out-of-area training events; prepare travel expense claims and maintain record of same for these events.  

Maintain mail control system to track various legal actions, contracts, controlled correspondence, and other documents being reviewed and/or processed in the legal office, and provide status reports on these documents.  Review and distribute incoming mail and ensure outgoing correspondence conforms with departmental procedures.  

Responsible for materials management.  This includes knowledge of the SAP materials management system for ordering office equipment and supplies requested by all Division personnel.  Review vendor invoices for accuracy and resolve discrepancies with vendor reimbursement requests.  Responsible for maintenance of copier and fax machine.

Assist other support staff as needed and perform special assignments when requested by the Administrative Officer.  Assist and direct the work of students and/or youth aids; copy materials for attorneys, file, fax, run errands, and deliver and pick up documents.    

Staff reception area and provide assistance to visitors, including the general public, DWR staff and staff from other agencies and entities.  Answer, screen, and direct a wide variety of telephone calls. 
Maintain frequent contact with the offices of the Director, Deputy Directors, Division Chiefs, and other divisions in the Department that the OCC interfaces with on a daily basis.

As OCC Time Keeper enter data and provide oversight of the SAP attendance reporting system utilizing SAP reports to monitor and ensure that Division attendance reporting is completed in accordance with DWR and State policies and procedures.  Research attendance problems and   collect, enter, and correct attendance data in SAP.



	supervisor name: Shannon Lee
	employee name: Vacant


